STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM
Chapter 4
Fiscal Controls

Page 10f3
Command: Division: Number:
Morongo Basin Inland 870
Evaluated by: Date:
Sergeant B. Green, #10311 01/05/2009
Assisted by: Date:

INSTRUCTIONS: Answer individual items with “Yes" or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up Inspection,
the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

[] Division Level

[] Office of Inspections

] Command Level

X Voluntary Self-Inspection

Lead Inspector's Signature:

OV

Follow-up Required:

[1Yes

[] Follow-Up Inspection

X No

Commander's Signature:
— /
v

)

For applicable policies, refer to State Administrative
Manual (SAM), HPM 11.1, Chapter 4, and HPM 11.2,

Chapter 2.

1. Is management actively involved in reviewing and
approving paperwork related to receiving and X Yes | [INo |[JN/A | Remarks:
preparing collections?

2. Does the command have Standard Operating T
Procedures (SOP) to provide necessary guidelines [1Yes No | [CJN/A N in%epartmental
for averall management and accountability of manuals. Thus, alleviating
receiving and preparing collections? duplication in the Area’s SOP.

3. Does the command have adequate separation of
duties for collections received? Yes | [INo | [IN/A | Remarks:

4. Does the command have adequate separation of
duties for the cash receipt process? X Yes | [INo |[JN/A | Remarks:

5. ls access to the safe and/or vault appropriately Remarks: Ses narrativelexceptions
restricted? [JYes | [ONo |DIN/A | [o00%

6. Does a record exists which identifies who has access . )
to the safe and/or vault and when changes inaccess | [JYes | [JNo |[XIN/A Esgf‘ntﬁt SES[NRUEte/SkEspUons
oceour?

7. Was the lock combination changed when an excess ) i
number of employees were aware of the [IYes | [(ONo |XIN/A Eema’k55 SeetnaraTSiexesptions

. i ocument
combination, transferred out of the Area, or no longer
requires access?
8. Is the safe securely anchored to the building? Remarks: See narrative/exceptions
[IYes | [INo |DINA | FoTes P

9. Are weekly transmittal reports prepared in
accordance with departmental policy? X Yes | [INo | [JN/A | Remarks:

10. Is the weekly transmittal report(s) submitted to Fiscal
Management Section (FMS) within five working days | [XI Yes | [INo | [JN/A | Remarks:
following the week covered by the report?
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11.

Does the command submit the following forms

with the weekly transmittal when applicable?

(1) CHP 265, Sale of Discarded Tires/Junk
Batteries/Used Rotors.

(2) CHP 36, Evidence/Property Receipt/Report
(Unclaimed Property).

(3) STD 634, Absence and Additional Time Worked
Report, for jury duty.

(4) CHP 221, Malicious Damage Report.

(5) CHP 464, Traffic Control Cost Estimate -
Advance Deposit.

(6) Civil subpoena.

X Yes

1 No

CIN/A

Remarks:

12.

Is a memorandum for cash shortages prepared if
necessary?

Yes

1 No

L] N/A

Remarks:

13.

Does the command ensure the information written on
the counter receipt is complete and legible?

Yes

1 No

CIN/A

Remarks:

14.

Was a counter receipt issued for each witness fee
deposit received?

X Yes

[ No

LINA

Remarks:

15.

Was a counter receipt issued for each movie,
wide-load, and special event detail(s)?

X Yes

[[] No

LIN/A

Remarks:

16.

Was each counter receipt issued for each sale,
including the sale of discarded tires, junk batteries,
used rotors, and other cash received?

X Yes

[ 1No

LI N/A

Remarks:

17.

Is sales tax added to items that are not for resale?

X Yes

[J No

[IN/A

Remarks:

18.

Are all counter receipts pre-numbered and issued in
numerical sequence?

X Yes

[ No

[ N/A

Remarks:

19.

Were transfers of counter receipt books/certificates
between field commands reported on a CHP 266A,
Credit Memo - Non- Equipment?

X Yes

] No

CIN/A

Remarks:

20.

Is the STD 439, Disbursement Voucher, properly
authorized and completed to support expenditure?

X Yes

[1 No

[1N/A

Remarks:

21.

Are the CHP 264, Petty Cash Replenishment
Requests, completed at least monthly if over $10.00,
guarterly if under $10.00, and on June 30 of each
fiscal year?

Yes

I No

L1 N/A

Remarks:

22.

Is the CHP 264 properly authorized?

X Yes

[] No

[1N/A

Remarks:

23.

Does the total amount of cash, receipts on hand, and
receipts in transit equal the total of petty cash and
change funds?

X Yes

O No

LIN/A

Remarks:

24,

Is there documentation to support periodic reviews of
petty cash and change funds performed by the
commander or designated person?

X Yes

I No

L1 N/A

Remarks:

25.

Are overages and shortages of the petty cash
funds reported to Fiscal Management Section?

X Yes

(I No

1 N/A

Remarks:
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INSPECTION PROGRAM
Chapter 4
Fiscal Controls
26. Were change funds used to cash checks, money
orders or cashier/travelers checks? [1Yes No | [JN/A | Remarks:
27. Are change funds over $100 and petty cash funds
over $200 kept in a safe, vault, or money chest Yes | [JNo |[JN/A | Remarks:
adequate to safeguard cash?
28. Are all petty cash purchases under $50?
Yes D No D N/A Remarks:
29. Is petty cash used to purchase prohibited items?
[1Yes | [KINo | [IN/A | Remarks:
30. Did the command circumvent the dollar limitation by
splitting the purchase? [Yes | XINo |[JN/A | Remarks:
31. Is a petty cash custodian designated by the
commander? Yes | [INo |[JN/A | Remarks:
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STATE OF CALIFORNIA Command: Division: Chapter:

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Morongo Basin | Inland 4

COMMAND INSPECTION PROGRAM A Date:
Sergeant B. Green, #10311 01/05/2009

EXCEPTIONS DOCUMENT

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION [] Corrective Action Plan Included
(] Division Level [X] Command Level [ Appeal Included
[J Executive Office Level [] Attachments Included

Forward to: Commander’s Signature:

Follow-up Required:

[]Yes X No

Due Date:

Chapter Inspection:

Inspector's Comments Regarding Innovative Practices:

The Area utilized standard practices as they apply to this Chapter Inspection. No innovative practices
were noted.

| Command Suggestions for Statewide Improvement:

No suggestions for Statewide improvement were made.

| Inspector’s Findings:

This Chapter Inspection revealed that the Morongo Basin Area conducts and documents Fiscal Controls
within policy. A physical inspection of a sample of records kept on file verified that all were within policy
and contained required/relevant information.

In regards to numbers 5 through 8 on the CHP 680G, Inspections Program Inspections Checklist, the
Morongo Basin Area does not utilize a safe for day to day cash transactions. The Area utilizes a locked
cashbox, which is secured in a locked drawer. There is only one key to access the drawer and cashbox,
which are maintained by the Office Clerk at all times.

CHP 680A (Rev. 09-08) OP1010



STATE OF CALIFORNIA

Chapter 4
Fiscal Controls

' Page 10f3
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command-: Division: Number-
INSPECTION PROGRAM Arrowhead Area | fnland 865
Evaluated by: Date:
Lt. Sanders 01-07-2009
Assisted by:
P. Ross OSI 01-07-2009

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up inspection,
the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

[] Division Level

[] Office of Inspections

Xl Command Level

Voluntary Self-Inspection

[}

Lead Inspector's Signature:

Follow-up Required:
Yes

[ ]No

[[] Follow-Up Inspection 5‘

Commander’s Signature:

oL S

Date:
1-8-2009

For applicable policies, refer to State Administrative
Manual (SAM), HPM 11.1, Chapter 4, and HPM 11.2,

Chapter 2.
1. Is management actively involved in reviewing and
approving paperwork related to receiving and X Yes | [ONo |[]N/A | Remarks:
preparing collections?
2. Does the command have Standard Operating
Procedures (SOP) to provide necessary guidelines X Yes | [INo | [JN/A | Remarks:
for overall management and accountability of
receiving and preparing collections?
3. Does the command have adequate separation of i
duties for collections received? [Jyes | XINo | [IN/A Egrglz;fés()a"gi;"rv]‘;;'ﬂ'gf;a.
4. Does the command have adequate separation of
duties for the cash receipt process? [JYes | [INo | [JN/A | Remarks:
5. Is access to the safe and/or vault appropriately
restricted? Yes | [INo | [1N/A | Remarks:
6. Does arecord exists which identifies who has access
to the safe and/or vault and when changes in access | X Yes | [JNo | []N/A | Remarks:
occur?
7. Was the lock combination changed when an excess o
number of employees were aware of the [(dYes | XINo |[IN/A ;ec?:;ks; gf(':‘;mﬁgﬁg "Ztrg:?gged
combination, transferred out of the Area, or no longer cur,enﬂg searching for a vendor.
requires access?
8. Is the safe securely anchored to the building? Remarks: Area is currently searchin
D Yes |Z No D N/A for a vendor. Y o
9. Are weekly transmittal reports prepared in
accordance with departmental policy? XYes | [INo | []IN/A | Remarks:
10. Is the weekly transmittal report(s) submitted to Fiscal
Management Section (FMS) within five working days | X Yes | [JNo | []N/A | Remarks:
following the week covered by the report?
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STATE OF CALIFORNIA
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INSPECTION PROGRAM

Chapter 4
Fiscal Controls
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11.

Does the command submit the following forms

with the weekly transmittal when applicable?

(1) CHP 265, Sale of Discarded Tires/Junk
Batteries/Used Rotors.

(2) CHP 36, Evidence/Property Receipt/Report
(Unclaimed Property).

(3) STD 634, Absence and Additional Time Worked
Report, for jury duty.

(4) CHP 221, Malicious Damage Report.

(6) CHP 464, Traffic Control Cost Estimate —
Advance Deposit.

{6) Civil subpoena.

X Yes

I No

[INA

Remarks:

12.

Is a memorandum for cash shortages prepared if
necessary?

[1Yes

[1No

N/A

Remarks:Have not experienced.

13.

Does the command ensure the information written on
the counter receipt is complete and legible?

N Yes

[ No

L] N/A

Remarks:

14.

Was a counter receipt issued for each witness fee
deposit received?

X Yes

[T No

LI N/A

Remarks:

15.

Was a counter receipt issued for each movie,
wide-load, and special event detail(s)?

X Yes

[I No

[ N/A

Remarks:

16.

Was each counter receipt issued for each sale,
including the sale of discarded tires, junk batteries,
used rotors, and other cash received?

X Yes

[INo

[IN/A

Remarks:

17.

Is sales tax added to items that are not for resale?

[] Yes

K No

[1N/A

Remarks:

18.

Are all counter receipts pre-numbered and issued in
numerical sequence?

Yes

[1INo

[1N/A

Remarks:

19.

Were transfers of counter receipt books/certificates
between field commands reported on a CHP 266A,
Credit Memo - Non- Equipment?

[]Yes

[INo

X N/A

Remarks:

20.

Is the STD 439, Disbursement Voucher, properly
authorized and completed to support expenditure?

Yes

["]No

[1N/A

Remarks:

21.

Are the CHP 264, Petty Cash Replenishment
Requests, completed at least monthly if over $10.00,
quarterly if under $10.00, and on June 30 of each
fiscal year?

[1Yes

X No

LIN/A

Remarks:Correction required.

22.

Is the CHP 264 properly authorized?

Yes

[1No

LIN/A

Remarks:

23.

Does the total amount of cash, receipts on hand, and
receipts in transit equal the total of petty cash and
change funds?

X Yes

[ No

LI N/A

Remarks:

24,

Is there documentation to support periodic reviews of
petty cash and change funds performed by the
commander or designated person?

X Yes

I No

CIN/A

Remarks:

25.

Are overages and shortages of the petty cash
funds reported to Fiscal Management Section?

X Yes

[1No

[]N/A

Remarks:

CHP 680G (Rev. 09-08) OPI1 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
INSPECTION PROGRAM
Chapter 4
Fiscal Controls
26. Were change funds used to cash checks, money
orders or cashier/travelers checks? [ Yes No | [JN/A | Remarks:
27. Are change funds over $100 and petty cash funds
over $200 kept in a safe, vault, or money chest X Yes | [ONo | [IN/A | Remarks:
adequate to safeguard cash?
28. Are all petty cash purchases under $50?
M Yes | [INo |[]N/A | Remarks:
29. Is petty cash used to purchase prohibited items?
[(dYes | XINo | [JN/A | Remarks:
30. Did the command circumvent the dollar limitation by
splitting the purchase? [IYes | XINo |[]N/A | Remarks:
31. Is a petty cash custodian designated by the
commander? K Yes | [ONo | []N/A | Remarks:

CHP 680G (Rev. 09-08) OPI 010




STA:FE 6F CALIFéRNI)\ Command: Division: Chapter: 4
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Arrowhead Iniand

COMMAND INSPECTION PROGRAM Area

EXCEPT|ONS DOCUM ENT Inspected by:Lt. Sanders Date: 01-07-2009

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION X Corrective Action Plan Included
] Division Level [X] Command Level ] Appeal Included
[] Executive Office Level [] Attachments Included
Follow-up Required: ;?ngrgit/?; o Commander’s S?gnature: Date:
Yes  [INo Due Date: _01-08-2009_ | =2 L Sawdit__ O1HO72009

Chapter Inspection:

Inspector's Comments Regarding Innovative Practices:

None

| Command Suggestions for Statewide Improvement:

None

| Inspector’s Findings:

Ch. 4 FISCAL CONTROLS:

ltem # 3 Does the Command have adequate separation of duties for collections received. No. Area has
two clerical employees (an OSI and OA). This requires the Office Superwsor who is the custodian of
funds to also accept cash and issue receipts.

Item 7 & 8: The safe combination was not changed upon the transfer of Commanders in 2006. The
Area is searching for a vendor to secure the safe to the floor and change the combination. This should
be completed NLT 2-1-2009.

item #20. Is the STD 439 Disbursement Voucher, properly authorized and completed to support
expenditure. No STD 439 forms were completed.

Item #21: Are CHP 264 Petty Cash Replenishment requests, completed at least monthly if over $10.00,
quarterly if under $10.00 and on June 30 of each fiscal year? No. Area has directed the Change fund
custodian to suspense this item and complete it quarterly or monthly as required.

CHP 6B0A (Rev. 09-08) OPI1 010



STATE OF CALIFbRNlA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM Command: Division: Chapter:4
EXCEPTIONS DOCUMENT ﬁrrowhead L
Page 2 ln:;i?ted by:Lt. Sanders Date:1-7-2009

| Commander's Response: B

Action items will be corrected NLT 2-1-2009.

| Inspector's Comments:

Required Action

Corrective Action Plan/Timeline

Sgt. Martin has been directed to obtain 3 bids to secure the safe and change the combo NLT 2-1-2009.
Area has suspensed the CHP 264 for quarterly completion.
Action items will be corrected NLT 2-1-2009.

CHP 680A (Rev. 09-08) OP1010



STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL T Division: Chapter
COMMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT inspecied by. Date:
Page 3

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander’s Basis for Appeal:

| Appeal Review/Decision: (This shall be the only level of appeal).

Lead Inspector's Signature: Date:
— 2-8-2009
= 3 =)
Responding Commander's Signature (for appeal): Date:

CHP 680A (Rev. 09-08) OP1010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL =

Command: Division: Number:
INSPECTION PROGRAM Rancho
Chapter 4 Cucamonga Inland Division
Fiscal Controis Evaluated by: Date:

Lt. McDermott 12/01/08

Assisted by: Becky Guzman, OSS Date: 12/01/08

INSTRUCTIONS: Answer individual items with “Yes" or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up Inspection,
the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

[] Division Level B Command Level

[] Office of Inspections [J Voluntary Self-Inspection

Lead Inspector's Signature:

D ONC 00 N

Follow-up Required:

[]Yes Xl No

[J Follow-Up Inspection

Commander’s Signature:

I

Date:

/2-)-oF

For applicable policies, refer to State Administrative v
Manual (SAM), HPM 11.1, Chapter 4, and HPM 11.2,
Chapter 2.
1. Is management actively involved in reviewing and R &2 ol s reewel
H RVET emarks: Lap lew a
sfggg;/il:g gjﬁair;\i/\c/)c:]r:?related to receiving and DKYes | [JNo |[JNA paperwork and sign transmittal.
2. Does the command have Standard Operating _
Procedures (SOP) to provide necessary guidelines XYes | [ONo |[JN/A | Remarks:
for overall management and accountability of
receiving and preparing collections?
3. Does the command have adequate separation of B o ke o Baill byitwosie
duties for collections received? Yes | [INo |[IN/A | 2T n'i'mit‘::g gy e A e
4., Does the command have adequate separation of .
duties for the cash receipt process? X Yes | [INo |[]N/A | Remarks:
5. s access to the safe and/or vault appropriately Remarks: Evidence Officer. his
: arKs. cvi )
restricted? KYes | [ONo |[JNA backup and Commander
6. Does a record exists which identifies who has access R s: Memo outlining the thre
H N emarks. leNe) e
:)% g:j??safe and/or vault and when changes in access Yes [ONo | CIN/A mentionad above.
7. Was the lock combination changed when an excess _
number of employees were aware of the KYes | [ONo |[INA E‘m‘;‘g‘fbgcﬁgge" hSnEYSa
combination, transferred out of the Area, or no longer '
requires access?
8. Is the safe securely anchored to the building? )
I___] Yes x No D N/A Remarks: Safe weighs over 800 Ibs.
9. Are weekly transmittal reports prepared in _
accordance with departmental policy? Yes | [INo | [JN/A | Remarks:
10. Is the weekly transmittal report(s) submitted to Fiscal _ )
Management Section (FMS) within five working days | Xl Yes | [JNo | [ N/A Sfxﬁ‘r?&:;epared and submitted
following the week covered by the report? ]

CHP 680G (Rev. 09-08) OPI 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM
Chapter 4
Fiscal Controls
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11. Does the command submit the following forms
with the weekly transmittal when applicable? X Yes | [ONo | []N/A | Remarks: Whenever applicable.
(1) CHP 265, Sale of Discarded Tires/Junk
Batteries/Used Rotors.
(2) CHP 36, Evidence/Property Receipt/Report
(Unclaimed Property).
(3) STD 634, Absence and Additional Time Worked
Report, for jury duty.
(4) CHP 221, Malicious Damage Report.
(5) CHP 464, Traffic Control Cost Estimate —
Advance Deposit.
(6) Civil subpoena.
12. |Is a memorandum for cash shortages prepared if
necessary? Yes | [ONo | [JN/A | Remarks:
13. Does the command ensure the information written on
the counter receipt is complete and legible? X Yes | [I1No |[JN/A | Remarks:
14. Was a counter receipt issued for each witness fee
deposit received? Yes | [INo | [JN/A | Remarks:
15. Was a counter receipt issued for each movie,
wide-load, and special event detail(s)? X Yes | [INo | [JN/A | Remarks:
16. Was each counter receipt issued for each sale,
including the sale of discarded tires, junk batteries, X Yes | [ONo | [CJN/A | Remarks:
used rotors, and other cash received?
17. |s sales tax added to items that are not for resale?
i Yes D No D N/A Remarks:
18. Are all counter receipts pre-numbered and issued in
numerical sequence? X Yes | [INo | [JN/A | Remarks:
19. Were transfers of counter rece|pt books/certificates
between field commands reported on a CHP 266A, [dYes | [ONo | XINA Remarks:
Credit Memo - Non- Equipment?
20. Is the STD 439, Disbursement Voucher, properly
authorized and completed to support expenditure? Yes | [ No | [JN/A | Remarks When necessary.
21. Are the CHP 264, Petty Cash Replenishment
Requests, completed at least monthly if over $10.00, | X Yes | [ONo | LIN/A REMArs:
quarterly if under $10.00, and on June 30 of each
fiscal year?
22. Is the CHP 264 properly authorized?
E Yes D No D N/A Remarks:
23. Does the total amount of cash, receipts on hand, and
receipts in transit equal the total of petty cash and K Yes | [I1No | CIN/A | Remarks:
change funds?
24. |s there documentation to support periodic reviews of
petty cash and change funds performed by the KYes | [ONo |[INA ('?:?I:rksz Memos from Commander
commander or designated person? ]
25. Are overages and shortages of the petty cash
funds reported to Fiscal Management Section? MRvYes | [[(INo |[INA Rearks;

CHP 680G (Rev. 09-08) OPI 010




STATE OF CALIFORNIA -
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INSPECTION PROGRAM
Chapter 4
Fiscal Controls
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26.

Were change funds used to cash checks, money

orders or cashier/travelers checks? [JYes | XINo |[JN/A | Remarks: Notailowed.
27. Are change funds over $100 and petty cash funds Rerarken LockedrstranglBoxTh s
g;i;ﬁ;?eotlc()espatfggi:r?if?:’a\;?‘lglt’ or money chest IZ Yes D No D N/A locked cabinet in a locked room.
28. Are all petty cash purchases under $507
E Yes D No D N/A Remarks:
29. Is petty cash used to purchase prohibited items?
[_—J Yes No D N/A Remarks:
30. Did the command circumvent the dollar limitation by
splitting the purchase? [OYes | XINo | [CIN/A | Remarks:
31. Is a petty cash custodian designated by the
commander? ' X Yes | [JNo |[JN/A | Remarks: Memo onfile.

CHP 680G {Rev. 09-08) OF1 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: Division: Chapter: 4, Fiscal
Rancho Cucamonga | Inland Controls
Inspected by: Date:

Lt. McDermott 12/01/08

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION

[] Division Level X Command Level

[ Executive Office Level

[] Corrective Action Plan Included

] Appeal Included

[0 Attachments Included

Follow-up Required: Forward to:

[ Yes X No

Chapter Inspection:

Due Date: -

Inspector's Comments Regarding Innovative Practices:

Commander’s Signature:

NN

None

| Command Suggestions for Statewide Improvement:

None

[ Inspector’s Findings:

Within policy, no deficiencies.

CHP 680A (Rev. 08-08) OP1010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

CONMMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT
Page 3

Command:

Division:
Inland

Chapter: 4, Fiscal
Controls

Rancho Cucamonga
Inspected by:
Lt. McDermott

Date:
12/01/08

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander’s Basis for Appeal:

N/A

| Appeal Review/Decision: (This shall be the only level of appeal).

Lead Inspector's Signature: Date: _
LM D0 A 5329 [0
Responding Commander's Signature (for appeal): Date: ' { J

CHP 680A (Rev. 09-08) OP1010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command- Division: Number:
INSPECTION PROGRAM 840 Inland (801)
Chapter 4 Evaluated by: Date:
Fiscal Controls LT A. Snowden, #13187 12/15/2008
Assisted by: Date:
0SSl Maria Sandoval 12/15/2008

INSTRUCTIONS: Answer individual items with “Yes" or "No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up Inspection,

the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

| 's Si :
TYPE OF INSPECTION Lead Inspector's Signature

[] Division Level Command Level )
Office of Inspections Voluntary Self-Inspecti . 9 |
[l pectio ] ntary nspection | B \/L
Follow_up Requ”'ed Commander's Signature: Date:
[] Yes X No [] Follow-Up Inspection
’ — k"‘__"‘—"7 /R 2‘/7 oY

For applicable policies, refer to State Administrative
Manual (SAM), HPM 11.1, Chapter 4, and HPM 11.2,

-

Chapter 2. _
1. Is management actively involved in reviewing and

approving paperwork related to receiving and Xl Yes | [INo |[JN/A | Remarks:
preparing collections? ]
2. Does the command have Standard Operating
Procedures (SOP) to provide necessary guidelines Yes | [JNo | [JN/A | Remarks:
for overall management and accountability of
receiving and preparing collections?
3. Does the command have adequate separation of
duties for collections received? X Yes | [INo | [IN/A | Remarks:
4. Does the command have adequate separation of
duties for the cash receipt process? Yes | [INo | [JN/A | Remarks: o
5. s access to the safe and/or vault appropriately
restricted? X Yes | [1No |[JN/A | Remarks: . ]
6. Does a record exists which identifies who has access
to the safe and/or vault and when changes inaccess | X Yes | [ No |[]N/A REMSTES.
occur?
7. Was the lock combination changed when an excess
number of employees were aware of the [JYes | [ONo |[XIN/A | Remarks:
combination, transferred out of the Area, or no longer
requires access?
8. Is the safe securely anchored to the building?
- D Yes @ No D N/A Remarks: )
9. Are weekly transmittal reports prepared in
accordance with departmental policy? X Yes | [INo | [JN/A | Remarks: B N
10. Is the weekly transmittal report(s) submitted to Fiscal e

Management Section (FMS) within five working days | X Yes | [JNo | [IN/A

following the week covered by the report?
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
INSPECTION PROGRAM
Chapter 4
Fiscal Controls
11. Does the command submit the following forms
with the weekly transmittal when applicable? K Yes | [INo |[JN/A | Remarks:
(1) CHP 265, Sale of Discarded Tires/Junk
Batteries/Used Rotors.
(2) CHP 36, Evidence/Property Receipt/Report
(Unclaimed Property).
(3) STD 634, Absence and Additional Time Worked
Report, for jury duty.
(4) CHP 221, Malicious Damage Report.
(5) CHP 464, Traffic Control Cost Estimate —
Advance Deposit.
(6) Civil subpoena.
12. Is a memorandum for cash shortages prepared if
necessary? M Yes | [[INo |[INA Remarks:
13. Does the command ensure the information written on
the counter receipt is complete and legible? X Yes | [JNo | [CJN/A | Remarks:
14. Was a counter receipt issued for each witness fee
deposit received? Yes | [JNo [[JN/A | Remarks:
15. Was a counter receipt issued for each movie,
wide-load, and special event detail(s)? X Yes | [INo | [JN/A | Remarks:
16. Was each counter receipt issued for each sale,
including the sale of discarded tires, junk batteries, K Yes | [INo | [JN/A | Remarks:
used rotors, and other cash received?
17. Is sales tax added to items that are not for resale?
B Yes D No D N/A Remarks:
18. Are all counter receipts pre-numbered and issued in
numerical sequence? X Yes | [INo | [JN/A | Remarks:
19. Were transfers of counter receipt books/certificates
between field commands reported on a CHP 266A, Yes | [INo |[JN/A | Remarks:
Credit Memo - Non- Equipment? 3
20. Is the STD 439, Disbursement Voucher, properly
authorized and completed to support expenditure? X Yes | [JNo | [JN/A | Remarks:
21. Are the CHP 264, Petty Cash Replenishment
Requests, completed at least monthly if over $10.00, | [X] Yes | [JNo [] N/A | Remarks:
quarterly if under $10.00, and on June 30 of each
fiscal year?
22. |s the CHF 264 properly authorized?
& Yes D No ’:I N/A Remarks:
23. Does the total amount of cash, receipts on hand, and
receipts in transit equal the total of petty cash and Yes | [ONo |[IN/A | Remarks:
change funds?
24. |s there documentation to support periodic reviews of
petty cash and change funds performed by the X Yes | [ONo | CIN/A | Remarks:
commander or designated person?
25. Are overages and shortages of the petty cash
funds reported to Fiscal Management Section? Yes | [INo | [JN/A | Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM
Chapter 4
Fiscal Controls

Page 3of3

26. Were change funds used to cash checks, money
orders or cashier/travelers checks? [Yes | XINo | [JN/A | Remarks:
27. Are change funds over $100 and petty cash funds
over $200 kept in a safe, vault, or money chest I Yes | [INo | [JN/A | Remarks:
adequate to safeguard cash?
28. Are all petty cash purchases under $507?
& Yes I:l No D N/A Remarks: -
29. Is petty cash used to purchase prohibited items?
D Yes No D N/A Remarks: -
30. Did the command circumvent the dollar limitation by
splitting the purchase? [JYes | XINo | [JN/A | Remarks:
31. Is a petty cash custodian designated by the
commander? X Yes | [INo | [JN/A | Remarks:
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STATE OF CALIFORNIA Command: Division: Chapter: 4
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Riverside Inland (801)

COMMAND INSPECTION PROGRAM Inspected by: Date:
EXCEPTIONS DOCUMENT LT A. Snowden, #13187 12/15/2008

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION [[] Corrective Action Plan Included
[] Division Level [X] Command Level [ Appeal Included
[] Executive Office Level [] Attachments Included

| Forward to: - Commander's Signature: Date:

Follow-up Required:

[]vYes X No

Due Date: — A —

Chapter Inspection:

Inspector's Comments Regarding Innovative Practices:

N/A

| Command Suggestions for Statewide Improvement:

N/A

| Inspector’s Findings:
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Chapter: 4
COMMAND INSPECTION PROGRAM Riverside Infand (801)

Inspected by: Date:
E;;%EZPTIONS DOCUMENT LT A. Snowden, #13187 12/15/2008

| Commander’s Response: ]
The Area Commander, T. M. McCreary, #11882, will continue to be diligent in ensuring the mandates
set forth in departmental policy and the Area SOP regarding management and accountability of
receiving and processing collections are followed.

| Inspector's Comments: |

Area was found to be in compliance and functioning properly. All monies were accounted for and
properly secured. The Office Supervisor was well versed regarding departmental policy and procedures
relating to petty cash, counter receipts, etc.

e uired Action

Corrective Action Plan/Timeline

0SS1 Maria Sandoval, #A11648, completed a memo to the Area to update the current memo on file to
include OA S. Rogers, #A12883, as a person with authorization to the safe on December 22, 2008.

CHP B680A (Rev 09-08) OP!1010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: Division: Chapter: 4
R|Vers|de Inland (801)

Inspected by: Date:

LT A. Snowden, #13187 12/15/2008

Page 3

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander’s Basis for Appeal:

| Appeal Review/Decision: (This shall be the only level of appeal). B

Lead Inspector s Slgnature g Date: )
S /"} E
4. JAL “’/////’ il i /// L LA

£
Responding Commander's Signature (for appeal): / Date:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Bvision: Normbor
INSPECTION PROGRAM Barstow Inland
Chapter 4 Evaluated by: Date:
Fiscal Controls Lieutenant Jeffrey Klug 12-09-08

Assisted by: Date:

Rosanna Lafler 12-09-08

INSTRUCTIONS: Answer individual items with “Yes” or “No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up Inspection,
the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

[] Division Level {1 Command Level

[ ] Office of Inspections [ Voluntary Self-Inspection

Lead Inspector's Signature:

iy 1ty

Follow-up Required:

[ ]Yes X No

[] Follow-Up Inspection

CoWnature:

Date:

PA [ 12-16-08

For applicable policies, refer to State Administrative r v
Manual (SAM), HPM 11.1, Chapter 4, and HPM 11.2,
Chapter 2.

1. Is management actively involved in reviewing and
approving paperwork related to receiving and XIYes | [INo |[JN/A | Remarks:
preparing collections?

2. Does the command have Standard Operating
Procedures (SOP) to provide necessary guidelines [dYes | XINo |[IN/A dR:\?;?JkZHB:rgg‘g Ax:r:f: the
for overall management and accountability of Controlpof all changge funds‘gpetty cash
receiving and preparing collections? and collections.

3. Does the command have adequate separation of
duties for collections received? Yes | [INo | []N/A | Remarks:

4. Does the command have adequate separation of
duties for the cash receipt process? X Yes | [INo |[]N/A | Remarks:

5. Is access fo the safe and/or vault appropriately

 restricted? K Yes | [ONo | []N/A | Remarks:

6. Does a record exists which identifies who has access
to the safe and/or vault and when changes in access | X Yes | [[JNo | [JN/A | Remarks:
occur?

7. Was the lock combination changed when an excess o .
number of employees were aware of the [(JYes | [[INo |[XN/A E:Qrzarks fiS.comuination 192 IS
combination, transferred out of the Area, or no longer '
requires access?

8. lIs the safe securely anchored to the building? Remarks: Barstow d o

D Yes D No N/A s:fgq?cgri.haﬁge(;undz?;:t?y cz\s’ﬁ :nd
collections.

9. Are weekly transmittal reports prepared in
accordance with departmental policy? X vYes | [ONo | [JN/A | Remarks:

10. Is the weekly transmittal report(s) submitted to Fiscal
Management Section (FMS) within five working days | X Yes | [JNo | [JN/A | Remarks:
following the week covered by the report?
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
INSPECTION PROGRAM
Chapter 4
Fiscal Controls
11. Does the command submit the following forms
with the weekly transmittal when applicable? Yes | [INo | CJN/A | Remarks:
(1) CHP 265, Sale of Discarded Tires/Junk
Batteries/Used Rotors.
(2) CHP 36, Evidence/Property Receipt/Report
(Unclaimed Property).
(3) STD 634, Absence and Additional Time Worked
Report, for jury duty.
(4) CHP 221, Malicious Damage Report.
(5) CHP 464, Traffic Control Cost Estimate -
Advance Deposit.
(6) Civil subpoena.
12. Is a memorandum for cash shortages prepared if
necessary? Kl Yes | [INo | [JN/A | Remarks:
13. Does the command ensure the information written on
the counter receipt is complete and legible? K Yes | [JNo |[JN/A | Remarks:
14. Was a counter receipt issued for each witness fee
deposit received? Yes | [ONo | [JN/A | Remarks:
15. Was a counter receipt issued for each movie,
wide-load, and special event detail(s)? X Yes | [ONo | [JN/A | Remarks:
16. Was each counter receipt issued for each sale,
including the sale of discarded tires, junk batteries, X Yes | [1No |[]N/A | Remarks:
| used rotors, and other cash received?
17. Is sales tax added to items that are not for resale?
|Z] Yes D No [:l N/A Remaiks:
18. Are all counter receipts pre-numbered and issued in
numerical sequence? Kl Yes | [1No |[]N/A | Remarks:
19. Were transfers of counter receipt books/certificates
between field commands reported on a CHP 266A, Kl Yes | [INo | [JN/A | Remarks:
Credit Memo - Non- Equipment?
20. Is the STD 439, Disbursement Voucher, properly
authorized and completed to support expenditure? X Yes | [INo | [IN/A | Remarks:
21. Are the CHP 264, Petty Cash Replenishment
Requests, completed at least monthly if over $10.00, | X] Yes | [INo | [JN/A R
quarterly if under $10.00, and on June 30 of each
fiscal year?
22. Is the CHP 264 properly authorized?
& Yes D No D N/A Remarks:
23. Does the total amount of cash, receipts on hand, and
receipts in transit equal the total of petty cash and XK Yes | [INo | [JN/A | Remarks:
change funds?
24. s there documentation to support periodic reviews of
petty cash and change funds performed by the X Yes | [INo | [JN/A | Remarks:
commander or designated person?
25. Are overages and shortages of the petty cash
funds reported to Fiscal Management Section? Yes | [INo | [JN/A | Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM
Chapter 4
Fiscal Controls

Page 3of4

26. Were change funds used to cash checks, money

orders or cashier/travelers checks? [1Yes | [INo | [JN/A | Remarks:
27. Are change funds over $100 and petty cash funds .
SZZ;ﬁ?eotgesgfg‘g?Jasr%fec'a\é?qglt' or money chest X Yes | [INo |[INA :s undor $100.00 and petty cash is
’ ess than $200.00.
28. Are all petty cash purchases under $507?
Yes D No D N/A Remarks:
29. Is petty cash used to purchase prohibited items?
D Yes |Z| No D N/A Remarks:
30. Did the command circumvent the dollar limitation by
splitting the purchase? [JYes | XINo | [CIN/A | Remarks: -
31. Is a petty cash custodian designated by the
commander? X Yes | [JNo | []N/A | Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: Division Chapter: U‘
Barstow Area | Inland: Fhvse.
Inspected by: Date:
Lieutenant Jeffrey Klug 12-09-08

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION
] Division Level [X] Command Level

[ 1 Executive Office Level

[J Corrective Action Plan Included
[C] Appeal Included
[] Attachments Included,.

Follow-up Required: Forward to:
N
L Yes No Due Date:

Comm;ﬁé' Signatare:

Chapter Inspection: Chapter 4, Command Fiscal Controls

Inspector's Comments Regarding Innovative Practices:

| Command Suggestions for Statewide Improvement:

| Inspector’s Findings:

2. Barstow Area has developed a SOP governing the control of all change funds, petty cash and

collections.

7. Barstow Area does not have a safe for change funds, petty cash, and collections.

27. Barstow change fund is under $100.00 and petty cash is less than $200.00.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Lead fWre

Date:

[L-7.0Y%

Respon g Co rl‘y{ers Si a!ure{forappb%l} 7

Date:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Inland Number: 834
INSPECTION PROGRAM Needles

Chapter 4
Fiscal Controls

Evaluated by:
Lt. J. Rasmussen

Date: 01/05/09

Assisted by:

Date:

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy;-
applicable legal statues; or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up Inspection,
the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

Lead Inspector’s Signature:
TYPE OF INSPECTION
[] Division Level X Command Level
[[] Office of Inspections [] Voluntary Self-Inspection /> (ivgda )
FOIIOW-up Required: Commander’s Signature: Date: 01/05/2009
[] Yes X No [ ] Follow-Up Inspection | — g
\17/') R Iy ) L7
For applicable policies, refer to State Administrative <
Manual (SAM), HPM 11.1, Chapter 4, and HPM 11.2,
Chapter 2. .

1. Is management actively involved in reviewing and
approving paperwork related to receiving and X Yes [[INo |[]N/A | Remarks:
preparing collections?

2. Does the command have Standard Operating ' ) o
Procedures (SOP) to provide necessary guidelines XYes | [INo |[[JINA f:‘zn?:t;k;észg’iig;"gf?h“geo'fsﬁgzted n
for overall management and accountability of Assjistants. )
receiving and preparing collections? L

3. Does the command have adequate separation of
duties for collections received? XYes | [JNo |[IN/A | Remarks:

4. Does the command have adequate separation of
duties for the cash receipt process? XYes | [INo |[IN/A | Remarks:

5. Is access to the safe and/or vault appropriately Reralices ilmand t ]
rstrited? Dlves | TNo | XNA | e e e o

A lock box is used which is locked in
a filing cabinet.

6. Does a record exists which identifies who has access
to the safe and/or vault and when changes in access | []Yes | XNo | [JN/A | Remarks:
occur?

7. Was the lock combination changed when an excess
number of employees were aware of the [(JvYes | [INo | XN/A Z{f:;:;k; tr?e”'fmréfeﬁs%ﬂ:nh?ﬁ‘
combination, transferred out of the Area, or no longer personnel has occurred in thegpast 5
requires access? years.

8. s the safe securely anchored to the building?

[dYes | [ONo | XN/A | Remarks:

9. Are weekly transmittal reports prepared in
accordance with departmental policy? XYes | [JNo |[IN/A | Remarks:

10. Is the weekly transmittal report(s) submitted to Fiscal
Management Section (FMS) within five working days | X Yes [INo | [JN/A | Remarks:
following the week covered by the report?
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
INSPECTION PROGRAM
Chapter 4
Fiscal Controls
11. Does the command submit the following forms
with the weekly transmittal when applicable? XYes | [JNo |[JN/A | Remarks:
(1) CHP 265, Sale of Discarded Tires/Junk
Batteries/Used Rotors.
(2) CHP 36, Evidence/Property Receipt/Report
(Unclaimed Property).
(3) STD 634, Absence and Additional Time Worked
Report, for jury duty.
(4) CHP 221, Malicious Damage Report.
(5) CHP 464, Traffic Control Cost Estimate —
Advance Deposit.
{6) Civil subpoena. - - |
12. Is a memorandum for cash shortages prepared if Remarks: Only one shortage has
necessary? X Yes D No D N/A occurred.in the past 4 %2 years. Aten
dollar money order was lost when
mailed to Sacramento. The proper
- paperwork was completed.
13. Does the command ensure the information written on Remarks: This is verified during
the counter receipt is complete and legible? X Yes | [JNo |[NA quarterly audits,
14. Was a counter receipt issued for each witness fee
deposit received? XYes | [INo | [JN/A | Remarks:
15. Was a counter receipt issued for each movie,
wide-load, and special event detail(s)? XYes | [INo |[JN/A | Remarks:
16. Was each counter receipt issued for each sale,
including the sale of discarded tires, junk batteries, X Yes | [INo | [JN/A | Remarks:
3 used rotors, and other cash received? S
17. Is sales tax added to items that are not for resale?
D Yes D No LN/A Remarks:
18. Are all counter receipts pre-numbered and issued in
numerical sequence? XYes | [JNo |[JN/A | Remarks: |
19. Were transfers of counter receipt books/certificates
between field commands reported on a CHP 266A, [JYes | [INo | XN/A | Remarks:
L Credit Memo - Non- Equipment? .
20. Is the STD 439, Disbursement Voucher, properly
authorized and completed to support expenditure? XYes | [INo |[JNA Remarks:
21. Are the CHP 264, Petty Cash Replenishment
Requests, completed at least monthly if over $10.00, | X Yes | [JNo | [JN/A | Remarks
quarterly if under $10.00, and on June 30 of each
fiscal year?
22. |s the CHP 264 properly authorized? Remarks: The CHP 264 Is signed by
X Yes D No D N/A the Area Commander.
23. Does the total amount of cash, receipts on hand, and
receipts in transit equal the total of petty cash and XYes | [INo |[JN/A | Remarks:
change funds?
24. |s there documentation to support periodic reviews of )
petty cash and change funds performed by the XYes | [INo | [LINA CR:nT;;ktza S;fr?:%ez“g'fm‘ﬂ;n .
commander or designated person? for the petty cash and change funds.
25. Are overages and shortages of the petty cash
funds reported to Fiscal Management Section? [JYes | [JNo |XN/A | Remarks: None have occurred.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM
Chapter 4
Fiscal Controls

Page 3of3

26. Were change funds used to cash checks, money
orders or cashier/travelers checks? []Yes X No | [JN/A | Remarks:
27. Are change funds over $100 and petty cash funds
over $200 kept in a safe, vault, or money chest [1Yes | [JNo | X NA Escmufrg‘j ';'\‘I’I ?n";:f‘esie:rga;@ays
adequate to safeguard cash? secured in a lock box within a locked
filing cabinet.
28. Are all petty cash purchases under $507
XYes | [INo |[JN/A | Remarks:
29. Is petty cash used to purchase prohibited items?
[IYes | XNo |[JN/A | Remarks:
30. Did the command circumvent the dollar limitation by
splitting the purchase? [IYes | XNo |[JN/A | Remarks:
31. Is a petty cash custodian designated by the
commander? XYes | [INo |[JN/A | Remarks:
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STATE 6F CALIFORNIA Command: Division: Inland Chapter: 4
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Needles

COMMAND INSPECTION PROGRAM Inspected by: Date:
EXCEPTIONS DOCUMENT Lt. J. P. Rasmussen 01/05/2009

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION [] Corrective Action Plan Included
["] Division Level X Command Level [ Appeal Included
[] Executive Office Level [] Attachments Included

Date:
01/05/2009

Forward to: Commander’s Signature:
Inland Division ——

Follow-up Required:

-
[lYes  XNo Due Date: 12/31/2008 |77

>
pboIIEK S 2T

Chapter Inspection: Chapter 4 Fiscal Controls

Inspector's Comments Regarding Innovative Practices:

N/A

| Command Suggestions for Statewide Improvement:

N/A

| Inspector’s Findings: |

The Collection Fund and Petty Cash program is well organized and maintained. Quarterly audits have
been completed for both programs and a memorandum documenting the audits is on file. No
discrepancies were found. The Area Commander has completed the audits for the past year.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Command: Division: Inland Chapter: 4
Needles
Inspected by: Date: 01/05/2009

Lt. J. P. Rasmussen

| Commander’s Response:

Both Office Assistants have a thorough working knowledge of the Collection Fund and Petty Cash
program and can competently supervise both programs.

| Inspector's Comments:

N/A

squired Action None.:

Corrective Action Plan/Timeline
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT Command: Division: Intand Chapter: 4
Needles
Inspected by: Date: 01/05/2009
Lt. J. P. Rasmussen

Page 3

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander’s Basis for Appeal:

N/A

| Appeal Review/Decision: (This shall be the only level of appeal).

N/A
Lead [nspectofé’S"hfature Date:
¢ = 01/05/2009
/7( PPV 7z —/
Respopding Commander's Signature (for appeal): Date:
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STATE OF CALIFORNIA Command: Division: Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Mojave iniang 4
COMMAND INSPECTION PROGRAM Inspected by: Date:
EXCEPTIONS DOCUMENT W, Fulimer 12-11-2008

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION [J Corrective Action Plan Included
- -

] Division Level Command Level [ Appeal Included

[] Executive Office Level [] Attachments Included

Forward to: Commander's Signature:

Follow-up Required: Inland Division_

[] Yes X No

Due Date: 12-31-08

Chapter Inspection:

Inspector’s Comments Regarding Innovative Practices:

None.

| Command Suggestions for Statewide Improvement:

None.

| Inspector’s Findings: |

The general files are kept in a neat, well organized manner. All of the file cabinets are lockable and in a
secure area of the office. All of the forms and documents to be inspected were able to be located and
identified easily. All of the required time frames on documents were met. The Area SOP had been
updated recently. The Area SOP has guidelines for the overall management and accountability of
receiving and preparing collections. The safe is in a secure location and is too large to move without the
assistance of a dolly or forklift. The combination was changed on September 22, 2008, due a change in
office personnel as required by policy.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT
Page 2

Command: Division: Chapter:
Mojave Inland 4

Inspected by: Date:

W. Fullmer 12-11-2008

[ Commander’s Response:

| concur. OSS | Palmer is responsible for the majority of items in this inspection and is doing an

excellent job...as always.

| Inspector's Comments:

None.

e uired Action

Corrective Action Plan/Timeline

None.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT
Page 3

Command: Division: Chapter:
Mojave Inland 4

Inspected by: Date:

W. Fullmer 12-11-2008

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection). .

Commander’s Basis for Appeal:

[ Appeal Review/Decision: (This shall be the only level of appeal).

Lead Inspector’s Signature:

Date:

Responding Commander’s Signature (for appeal):

Date:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command- Division: Numper.
INSPECTION PROGRAM Mojave nfnd 9830
Chapter 4 Evaluated by: Date:
Fiscal Controls Sergeant W. Fullmer 12-01-2008
Assisted by: Date:
0SSl S. Palmer (220152008

Page 10of3

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,

applicable legal statues, or deficiencies noted in the ins
discrepancies and/or deficiencies shall be documented
Furthermore, the memaorandum shall include any follow-

the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

pections shall be commented on via the “Remarks” section. Additionally, such
on an Exceptions Document and addressed to the next level of command.
up and/or corrective action(s) taken. If this form is used as a Follow-up Inspection,

TYPE OF INSPECTION

[C] Division Level Command Level
[] office of Inspections [ Voluntary Self-Inspection

Lead Inspector's Signature:

Vs

4 i

Zmru

Follow-up Required:

[]Yes X No [J Follow-Up Inspection

Commander's Signatugé: > Date:
g M 2-41-8

For applicable policies, refer to State Administrative
Manual (SAM), HPM 11.1, Chapter 4, and HPM 11.2,

~”

Chapter 2.
1. Is management actively involved in reviewing and
approving paperwork related to receiving and Yes | [ONo |[JN/A | Remarks:
preparing collections?
2. Does the command have Standard Operating
Procedures (SOP) to provide necessary guidelines Yes | [No |[INA Eeg;?;';s; I‘;saogrea SOP was
for overall management and accountability of P
receiving and preparing collections?
3. Does the command have adequate separation of
duties for collections received? XYes | [INo | [IN/A Remarks.
4. Does the command have adequate separation of
duties for the cash receipt process? Yes | [INo | [ N/A | Remarks:
5. s access to the safe and/or vault appropriately
restricted? Ryes | [ONo |[INA Remarks:
6. Does a record exists which identifies who has access
to the safe and/or vault and when changes in access | [X] Yes | [INo | [JN/A | Remarks: Area SOP
occur?
7. Was the lock combination changed when an excess o
number of employees were aware of the K Yes | [ONo | [INA R:;‘ag‘;:og%”;b'tgit"ggrggs é%sota
combination, transferred out of the Area, or no longer Eng 3 ' '
requires access?
8. Is the safe securely anchored to the building? i
g Yes D No I:I N/A Remarks: Safe is too large to move.
9. Are weekly transmittal reports prepared in
accordance with departmental policy? X Yes | [INo | [JN/A | Remarks:
10. Is the weekly transmittal report(s) submitted to Fiscal
Management Section (FMS) within five working days | [X] Yes | [1No ] N/A | Remarks:
following the week covered by the report?

CHP 680G (Rev. 09-08) OP1010

2 136




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM
Chapter 4
Fiscal Controls

Page 20f3

11. Does the command submit the following forms .
with the weekly transmittal when applicable? Yes | [dNo |[INA E:T?g":;eg“a:::glt‘;"‘;gg'”a's and
(1) CHP 265, Sale of Discarded Tires/Junk P 9 '
Batteries/Used Rotors.

(2) CHP 36, Evidence/Property Receipt/Report
(Unclaimed Property).

(3) STD 634, Absence and Additional Time Worked
Report, for jury duty.

(4) CHP 221, Malicious Damage Report.

(5) CHP 464, Traffic Control Cost Estimate —
Advance Deposit.

(6) Civil subpoena.

12. 1s a memorandum for cash shortages prepared if
necessary? & Yes I:l No D N/A Remarks: No shortages.

13. Does the command ensure the information written on
the counter receipt is complete and legible? Yes | [ONo | [CIN/A | Remarks:

14. Was a counter receipt issued for each witness fee . .
deposit received? K Yes | [ONo |[INA Egsmarks: Copies kept in general

15. Was a counter receipt issued for each movie, ) .
wide-load, and special event detail(s)? K Yes | [ONo | JNA Eg’snarks Coples kept in general

16. Was each counter receipt issued for each sale,
including the sale of discarded tires, junk batteries, Yes | [INo | [JN/A | Remarks:No sales, recently.
used rotors, and other cash received?

17. s sales tax added to items that are not for resale?

Yes D No D N/A Remarks:

18. Are all counter receipts pre-numbered and issued in
numerical sequence? X Yes | [INo | [JN/A | Remarks:

19. Were transfers of counter receipt books/certificates
between field commands reported on a CHP 266A, K Yes | [ONo | [JN/A | Remarks:

Credit Memo - Non- Equipment?

20. Is the STD 439, Disbursement Voucher, properly .
authorized and completed to support expenditure? K Yes | [INo | [JN/A | Remarks:When required.

21. Are the CHP 264, Petty Cash Replenishment
Requests, completed at least monthly if over $10.00, | I Yes | [JNo | CIN/A ?::;a,of‘aséfg’he%;‘cm months and on
quarterly if under $10.00, and on June 30 of each year
fiscal year?

22. 1s the CHP 264 properly authorized?

Yes L__| No D N/A Remarks:

23. Doeg thg total amount of cash, receipts on hand, and Remarks: Audits are conducted
receipts in transit equal the total of petty cash and XYes | [INo |[LINA quarterly. last audit completed on
change funds? October 24, 2008.

24. |s there documentation to support periodic reviews of .
petty cash and change funds performed by the K Yes | [JNo | [JN/A | Remarks: Signed by sergeant.
commander or designated person?

25. Are overages and shortages of the petty cash
funds reported to Fiscal Management Section? XiYes | [INo | [JN/A | Remarks:

CHP 680G (Rev. 08-08) OPI 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM

Chapter 4
Fiscal Controls

Page 30f3

26. Were change funds used to cash checks, money

orders or cashier/travelers checks? [J Yes No | [JN/A | Remarks:

27. Are change funds over $100 and petty cash funds Remarks: Changs fund amount s
over $200 kept in a safe, vault, or money chest Kyes | [ONo | [JNA $50. petty cash s $200 both are kept
adequate to safeguard cash? in locked cash boxes in a locked

drawer.

28. Are all petty cash purchases under $507?

@ Yes I:I No I:I N/A Remarks:

29. Is petty cash used to purchase prohibited items?

D Yes No D N/A Remarks:

30. Did the command circumvent the dollar limitation by
splitting the purchase? [ Yes No | []N/A | Remarks:

31. Is a petty cash custodian designated by the
commander? K Yes | [INo |[JN/A | Remarks:

CHP 680G (Rev. 09-08) OPI1 010
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command- Division Number:

INSPECTION PROGRAM Bishop INLAND

C.hap ter 4 Evaluated by: Date:

iriszal Cantrals Sergeant Biehl #10839 12-02-2008
Assisted by: . Date:

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up Inspection,
the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

Lead Inspector's Signature:
TYPE OF INSPECTION

[] Division Level X] Command Level
/ e 2 i

[] Office of Inspections [1 Voluntary Self-Inspection

Follow_up Required_ L—_l - Commander's ‘Sig!,'lftlllure:‘.1 / Date: / /

ollow-Up Inspection ~ =l S S S S

For applicable policies, refer to State Administrative L '
Manual (SAM), HPM 11.1, Chapter 4, and HPM 11.2,
Chapter 2.

1. Is management actively involved in reviewing and .

approving paperwork related to receiving and R vYes | [ONo | []N/A | Remarks:

preparing collections?

2. Does the command have Standard Operating
Procedures (SOP) to provide necessary guidelines [lYes | XINo |[JN/A | Remarks:
for overall management and accountability of
receiving and preparing collections? -

3. Does the command have adequate separation of

duties for collections received? X Yes | [INo | [JN/A | Remarks:
4. Does the command have adequate separation of

duties for the cash receipt process? X Yes | [INo |[]N/A | Remarks:
5. s access to the safe and/or vault appropriately

restricted? Yes [INo | [N/A Remarks:

6. Does a record exists which idéntifies who has access .
to the safe and/or vault and when changes in access | X Yes | [JNo | [JN/A | Remarks:

occur?

7. Woas the lock combination changed when an excess
number of employees were aware of the X Yes | [JNo |[JN/A | Remarks:
combination, transferred out of the Area, or no longer
requires access?

8. s the safe securely anchored to the building? .
D Yes & No l:l N/A Remarks:

9. Are weekly transmittal reports prepared in .
accordance with departmental policy? X vYes | [INo |[]N/A | Remarks:

10. Is the weekly transmittal report(s) submitted to Fiscal .
Management Section (FMS) within five working days | X Yes | [INo | [JN/A REngariEs:
following the week covered by the report?

CHP 680G (Rev. 08-08) OPI 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM

Chapter 4
Fiscal Controls

Page 20f3

11. Does the command submit the following forms
with the weekly transmittal when applicable? Yes | [ONo |[IN/A | Remarks:
(1) CHP 265, Sale of Discarded Tires/Junk
Batteries/Used Rotors.
(2) CHP 36, Evidence/Property Receipt/Report
(Unclaimed Property).
(3) STD 634, Absence and Additional Time Worked
Report, for jury duty.
(4) CHP 221, Malicious Damage Report.
(5) CHP 464, Traffic Control Cost Estimate —
Advance Deposit.
(6) Civil subpoena.
12. 1s a memorandum for cash shortages prepared if
necessary? Yes | [INo |[]N/A | Remarks:
13. Does the command ensure the information written on
. the counter receipt is complete and legible? Yes | [JNo | [JN/A | Remarks:
14. Was a counter receipt issued for each witness fee
deposit received? <) Yes | [INo | []N/A | Remarks:
15. Was a counter receipt issued for each movie,
wide-load, and special event detail(s)? XIYes | [[JNo | [IN/A | Remarks:
16. Was each counter receipt issued for each sale,
including the sale of discarded tires, junk batteries, X Yes | [ONo | [IN/A | Remarks:
used rotors, and other cash received?
17. Is sales tax added to items that are not for resale?
IZI Yes D No D N/A Remarks:
18. Are all counter receipts pre-numbered and issued in
numerical sequence? X Yes | [JNo | []JN/A | Remarks:
19. Were transfers of counter receipt books/certificates
between field commands reported on a CHP 266A, X Yes | [ONo |[]N/A | Remarks:
Credit Memo - Non- Equipment?
20. Is the STD 439, Disbursement Voucher, properly
authorized and completed to support expenditure? X Yes | [INo |[JNA | Remarks:
21. Are the CHP 264, Petty Cash Replenishment
Requests, completed at least monthly if over $10.00, | [X] Yes | [ No | [ N/A | Remarks:
quarterly if under $10.00, and on June 30 of each
fiscal year?
22. |s the CHP 264 properly authorized?
| Yes D No |:| N/A Remarks:
23. Does the total amount of cash, receipts on hand, and
receipts in transit equal the total of petty cash and Yes | [ONo | [IN/A | Remarks:
change funds?
24. Is there documentation to support periodic reviews of R o A i Cduct
- emarks: Area supervisors co
petty cash and change funds performed by the K vYes | [ONo |[CIN/A quarterly audits Of’;he patty cach and
commander or designated person? - change funds.
25. Are overages and shortages of the petty gash
funds reported to Fiscal Management Section? X Yes | [INo | [N/A | Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
INSPECTION PROGRAM
Chapter 4
Fiscal Controls
26. Were change funds used to cash checks, money
orders or cashier/travelers checks? []Yes No | [JN/A | Remarks:
27. Are change funds over $100 and petty cash funds
over $200 kept in a safe, vault, or money chest X Yes | [INo | [JN/A | Remarks:
adequate to safeguard cash?
28. Are all petty cash purchases under $507
Yes D No |:| N/A Remarks:
29. Is petty cash used to purchase prohibited items?
D Yes & No I:] N/A Remarks:
30. Did the command circumvent the doliar limitation by
splitting the purchase? []Yes No | [JN/A | Remarks:
31. Is a petty cash custodian designated by the
commander? X Yes | [INo [[JN/A | Remarks:

CHP 680G (Rev 08-08) OPI 010




STATE OF CALIFORNIA Command: Division:l Chapter
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Bishop Inland 4
COMMAND INSPECTION PROGRAM — o

EXCEPTIONS DOCUMENT Sergeant Biehl 1-06-2009

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION

[] Division Level [X] Command Level Corrective Action Plan Included

[] Executive Office Level [ Appeal Included

[] Attachments Included

o Forward to: Commander’s Signature: Date:
Follow-up Required: i D;‘u.s'.r.w ) /
P R 1% e
pueDate:_3-3/-07 | /Lo 7 ¥ DivaréA i

Yes [INo

Chapter Inspection: Fiscal Controls

Inspector's Comments Regarding Innovative Practices:

Inspector at this time has not identified any practices that need to be changed or altered.

| Command Suggestions for Statewide Improvement: N __]

Command recommends the continued close monitoring of fiscal accountabilities.

| Inspector’s Findings:
Bishop Area is actively involved in reviewing and approving paperwork related to receiving and
preparing collections. Area follows policy and procedures when preparing transmittal reports.
Transmittal reports are prepared and submitted within five working days in accordance with
Departmental policy. Area supervisors conduct quarterly audits of the petty cash and change funds.

The supervisors document these audits.

An inspection of the Area safe revealed the safe was not anchored to the building as required.

CHP 680A (Rev. 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: Division:| Inland Chapter: 4
Bishop

Inspected by: Date:
Sergeant Biehl 01-07-2009

Page 2

| Commander's Response: |
Commander assumes fiscal responsibility for the Bishop Command and ensures all policies and
procedures are adhered to.

| Inspector's Comments:
Management monitors area’s fiscal controls closely. Required documentation, reports, and audits are
completed as required by Departmental policy. Area’s procedures are within policy and are strictly
adhered to.

Required Action

Corrective Action Plan/Timeline

Area should contact facilities and make arrangements for the safe to be secured to the building as
required. Area should make arrangements by the end of the first quarter of 2009 to make this required

change.

CHP 680A (Rev 09-08) OP1 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT
Command: Division: Inland Chapter: 4
Bishop
Inspected by: Date:

Page 3 Sergeant Biehl 01-07-2009

Appeal Process:. (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander’s Basis for Appeal:

I Appeal Review/Decision: (This shall be the only level of appeal).

CHP 680A (Rev. 08-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Lead Inspgctor's Si naty_e: _ Date:
£ )
Responding Commander's Signature (for appeal): Date:

CHP 680A (Rev. 09-08) OP1010
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL T T Nomber

INSPECTION PROGRAM Bridacond | nlavdo A20

Chapter 4 ' Evaluatéd by: Date;

Fiscal Controls Cyeddnen MDY‘&QOW‘WP Y “/Z_’),/ (0,5
Assisted by: Date:

INSTRUCTIONS: Answer individual items with "Yes" or "No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up Inspection,
the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

[] Division Level Q] Command Level CXM:C | l C ,-‘d/
(] Office of Inspections (] Voluntary Self-Inspection L

Lead Inspector's Signature:

Follow-up Required: < [Come= - er's Sianaly, ) Date:
[ Yes No [ ] Follow-Up Inspection \ 2, \ ‘
X LW, X Was ok
V== L e = -
For applicable policies, refer to State Administrative ' ~
Manual (SAM), HPM 11.1, Chapter 4, and HPM 11.2, \
Chapter 2.

1. Is management actively involved in reviewing and
approving paperwork related to receiving and PRYes | [INo |[]N/A | Remarks:
preparing collections?

2. Does the command have Standard Operating
Procedures (SOP) to provide necessary guidelines [(JYes | BNo | [JN/A | Remarks:
for overall management and accountability of

____receiving and preparing collections?

3. Does the command have adequate separation of
duties for collections received? | BdYes | [INo | [IN/A | Remarks:

4. Does the command have adequate separation of ;
duties for the cash receipt process? PHYes | [ONo | [CIN/A | Remarks:

5. Is access to the safe and/or vault appropriately

- restricted? Yes | [JNo |[JN/A | Remarks:

6. Does a record exists which identifies who has access .
to the safe and/or vault and when changes in access | P Yes | [JNo | []N/A | Remarks:

ocecur?

7. Was the lock combination changed when an excess
number of employees were aware of the [dYes | R No | []N/A | Remarks:
combination, transferred out of the Area, or no longer
requires access?

8. Is the safe securely anchored to the building?

| [JYes | BNo | [ N/A | Remarks:
9. Are weekly transmittal reports prepared in _
accordance with departmental policy? X Yes | [INo | []N/A | Remarks:

10. Is the weekly transmittal report(s) submitted to Fiscal _
Management Section (FMS) within five working days | R Yes | [JNo | [JN/A | Remarks:
following the week covered by the report?

CHP 680G (Rev 039-08) OP) 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM
Chapter 4
Fiscal Controls

Page

20of 3

11.

Does the command submit the following forms

with the weekly transmittal when applicable?

(1) CHP 265, Sale of Discarded Tires/Junk
Batteries/Used Rotors.

(2) CHP 36, Evidence/Property Receipt/Report
(Unclaimed Property).

(3) STD 634, Absence and Additional Time Worked
Report, for jury duty.

(4) CHP 221, Malicious Damage Report.

(5) CHP 464, Traffic Control Cost Estimate —
Advance Deposit.

(6) Civil subpoena.

[]Yes

] No

N/A

Remarks:

12.

Is a memorandum for cash shortages prepared if
necessary?

[]Yes

[J No

X N/A

Remarks:

13.

Does the command ensure the information written on
the counter receipt is complete and legible?

& Yes

[ I No

[ N/A

Remarks:

14.

Was a counter receipt issued for each witness fee
deposit received?

X Yes

[]No

[1NA

Remarks:

15.

Was a counter receipt issued for each movie,
wide-load, and special event detail(s)?

o Yes

[] No

[]NA

Remarks:

16.

Was each counter receipt issued for each sale,
including the sale of discarded tires, junk batteries,
used rotors, and other cash received?

[ ] Yes

[1No

HAN/A

Remarks:

17.

Is sales tax added to items that are not for resale?

[ ] No

[1N/A

Remarks:

18.

Are all counter receipts pre-numbered and issued in
numerical sequence?

[1No

CIN/A

Remarks:

19.

Were transfers of counter receipt books/certificates
between field commands reported on a CHP 266A,
Credit Memo - Non- Equipment?

[ No

LIN/A

Remarks:

20.

21.

Is the STD 439, Disbursement Voucher, properly
authorized and completed to support expenditure?

1 No

[ N/A

Remarks:

Are the CHP 264, Petty Cash Replenishment
Requests, completed at least monthly if over $10.00,
quarterly if under $10.00, and on June 30 of each
fiscal year?

I No

LI N/A

Remarks:

22.

Is the CHP 264 properly authorized?

[]No

[1N/A

Remarks:

23.

Does the total amount of cash, receipts on hand, and
receipts in transit equal the tota! of petty cash and
change funds?

[1No

1 N/A

Remarks:

24,

Is there documentation to support periodic reviews of
petty cash and change funds performed by the
commander or designated person?

] No

LI N/A

Remarks:

25.

Are overages and shortages of the petty cash
funds reported to Fiscal Management Section?

] No

TXN/A

Remarks:

CHP 680G (Rev 09-08) OP1010
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DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
INSPECTION PROGRAM
Chapter 4
Fiscal Controls
26. Were change funds used to cash checks, money
orders or cashier/travelers checks? [JYes | B No | [JN/A | Remarks:
27. Are change funds over $100 and petty cash funds
over $200 kept in a safe, vault, or money chest M Yes | [INo |[]N/A | Remarks:
adequate to safeguard cash? -
28. Are all petty cash purchases under $50?
QYGS D No D N/A Remarks:
29. |s petty cash used to purchase prohibited items?
D Yes ENO D N/A Remarks:
30. Did the command circumvent the dollar limitation by
splitting the purchase? [JYes | WINo | []JN/A | Remarks:
31. Is a petty cash custodian designated by the )
~____commander? X yes | [INo |[INA FEMEkS

CHP 680G (Rev 09-08) OP| 010




STATE OF éALIFOIR;NIA Command: Division: Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Bridgeport Inland 4: Fiscal Control
COMMAND INSPECTION PROGRAM Inspected by: Date:

G. Montgomery 11/22/2008

EXCEPTIONS DOCUMENT

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION [] Corrective Action Plan Included
[] Division Level l]/Command Level [] Appeal Included
[] Executive Office Level [] Attachments Included
Forward to: Commander's Signature: Date:

Follow-up Required: Inland Division

[yes  [HWo Due Date: 12/31/2008 Py

Chapter Inspection; Chapter 4; Fiscal Controls

Inspector's Comments Regarding Innovative Practices:

None

| Command Suggestions for Statewide Improvement: |

The Weekly Transmittal for the Bridgeport Area is often under $50.00, and many times is $0.00. The
Transmittal should only need to be done monthly if the combined weekly total is less than $200.00, the
same amount kept for Petty Cash. This would save time and expenses.

For example: the total amount of funds sent to Headquarters on the weekly transmittals was $54.00 for
the month of December 2008. Had this been done at the end of the month, clerical time to complete the
transmittal and the funds to mail a transmittal with a $0.00 balance would be reduced.

| Inspector’s Findings: |

Petty Cash is kept in a safe which is kept inside of a locked file cabinet. The key to the safe and the file
cabinet is restricted to authorized personnel only.

Petty Cash replenishment requests are done on a monthly basis although the amount is often under
$10.00.

CHP 680A (Rev. 09-08) OP| 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM Command Difion Shagter
EXCEPTIONS DOCUMENT Bridgeport fland 4: Fiscal Gontro
Page 2 G. Montgomery 11/22/2008

| Commander’s Response:

The CHP 264 Petty Cash replenishment request need only be done on a quarterly basis if the amount is
under $10.00. This change will save the Department resources when it comes to processing the
documentation.

| Inspector’'s Comments:

None

Required Action: The process for the completion of the CHP 264 has been changed to ensure the Petty

Cash reimbursement is requested quarterly when the amount is less than $10.00.

Corrective Action Plan/Timeline:

The change was implemented immediately and is now in effect.

CHP 680A (Rev. 09-08) OP1 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

EXCEPT'ONS DOCUMENT Command: Division: Chapter:
Bridgeport Inland 4: Fiscal Control
Inspected by: Date:

Page 3 G. Montgomery 11/22/2008

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander’s Basis for Appeal:

DNA

[ Appeal Review/Decision: (This shall be the only level of appeal).

DNA
Lead Inspector's Signature: Date:

(& X bt
Responding Commander's Signature (for appeal): Date:

CHP 680A (Rev. 09-08) OPI 010
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STATE OF c'\?Tng‘?gNIA
DEPARTME ALIFORNIA HIGHWAY PATROL E— oo ez -
INSPECTION PROGRAM inland Comm. | Inland
Chapter 4 Evaluated by o Date: N
Fiscal Controls PSDSII Nancy Lauber Aprit 30, 2009
Assisted by Date:
OT Suzie Shaffer April 30, 2009

INSTRUCTIONS: Answer individual items with "Yes” or “No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up Inspection,
the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

Lead Inspector's Signature:

Commander's Signature:

|7TYPE OF INSPECTION

[ ] Division Level X] Command Level

[] Office of Inspections [ ] Voluntary Self-Inspection
Date

Follow-up Required:

Yes No (] Follow-Up Inspection |~ =~ . [1 / o,
- - \._/(1'4' 4\3‘:/()/ S 57 o

For applicable policies, refer to State Administrative
Manual (SAM), HPM 11.1, Chapter 4, and HPM 11.2, s

Chapter 2.
1. is management actively involved in reviewing and ‘ ) o
approving paperwork related to receiving and [(JYes | []No N/A g:m::k(fcg;a;oeg‘;E”::Qgi’f;"’”s

preparing collections? collections

2. Does the command have Standard Operating
Procedures (SOP) to provide necessary guidelines [JYes | [No
for overall management and accountability of
receiving and preparing collections”?

3. Does the command have adequate separation of
duties for collections received? [JYes | [No N/A | Remarks:

4. Does the command have adequate separation of . _ )
duties for the cash receipt process? X Yes | [ONo |[INA g:gﬁg‘:g‘a‘f"es 2 Custodian) ot

N/A Remarks:

5. Is access to the safe and/or vault appropriately R 7= [EET=s Failh ;
. K/ emarks: 23 notl have a safe
restricted? [JYes | [INo N/A | et

6. Does arecord exists which identifies who has access
to the safe and/or vauit and when changes inaccess | [ ] Yes | [] No

occur?

N/A Remarks:

7. Was the lock combination changed when an excess
number of employees were aware of the [1Yes | [INo
combination, transferred out of the Area, or no longer
requires access?

8. s the safe securely anchored to the building?

lz N/A Remarks:

[JYes | [INo |[JN/A | Remarks

9. Are weekly transmittal reports prepared in
accordance with departmental policy? Yes | [JNo | [JNA

Remarks:

10 Is the weekly transmittal report(s) submitted to Fiscal
Management Section (FMS) within five working days | [X] Yes | [JNo | [J N/A | Remarks

following the week covered by the report?

CHP 580G (Rev 09-08) OP1010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM

Chapter 4
Fiscal Controls

11. Does the command submit the following forms -

with the weekly transmittal when applicable?

(1) CHP 265, Sale of Discarded Tires/Junk
Batteries/Used Rotors.

(2) CHP 36, Evidence/Property Receipt/Report
(Unclaimed Property).

(3) STD 634, Absence and Additional Time Worked
Report, for jury duty.

(4) CHP 221, Malicious Damage Report.

(5) CHP 464, Traffic Control Cost Estimate —
Advance Deposit.

(6) Civil subpoena.

Yes[ [ No

LI N/A

Page 20f3

Remarks ICC submits STD634 and
Civil subpoena forms with the weekly
transmittal. No other identified forms
are used at ICC

Is a memorandum for cash shartages prepared if

12.
necessary? X Yes (] No (1 N/A Remarks: .
13. Does the command ensure the information written on
the counter receipt is complete and legible? Yes | [INo | [IN/A | Remarks:
14. Was a counter receipt issued for each witness fee
deposit received? Yes | [INo | [JN/A | Remarks:
15. Was a counter receipt issued far each movie,
wide-load, and special event detail(s)? [1Yes | [[JNo N/A | Remarks
16. Was each counter receipt issued for each sale, ) .
including the sale of discarded trres, junk batteries, Yes | (JNo | [JN/A ﬁir::rksélgifséprtjr%is'fj;'gi fgf’
used rotors, and other cash received? Recor{,s requests.
17 |s sales tax added to items thatare not for resale?
D Yes D No N/A Remarks:
13. Are all counter receipts pre-numbered and issued in
numerical sequence? K Yes | [ONo | [JN/A | Remarks.
19. Were transfers of counter receipt books/certificates
between field commands reported on a CHP 266A, X Yes | [JNo | [JN/A | Remarks:
Credit Memo - Non- Equipment?
20. Is the STD 439, Disbursement Voucher, properly
authorized and completed to support expenditure? [dyes | [INo N/A, || Remarks:
21. Are the CHP 264, Petty Cash Replenishment ,
Requests, completed at least monthly if over $10.00, | [] Yes No | [IN/A ?g?§$25i3??féc1§:§d1Ogoi/rg?:tfgg
quarterly if under $10.00, and on June 30 of each made; 264 proces sed and submitted
fiscal year? on 04/30/09
22. Is the CHP 264 properly authorized?
Yes | [[INo | [JN/A | Remarks
23. Does the total amount of cash, receipts on hand, and
receipts in transit equal the total of petty cash and X Yes | [INo | [JN/A | Remarks
change funds? -
24. Is there documentation to support periodic reviews of
petty cash and change funds performed by the [ Yes No | CINIA ;i;“itzgkzmgst;’éfo‘%slg7haZSgittZiig
commander or designated person? on 04/30/09 by PSDSII Lauber, and
will be audited quarterly in the future
25 Are overages and shortages of the petty cash )
funds reported to Fiscal Management Section? Yes | [IJNo | [JN/A Zf’;‘\f‘:r‘:gécof :ﬁf n”a‘;t:xbpuetr\'/‘jiﬂced

report it if one is identified.

CHP 580G {Rev 09-08) OP1010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM

Chapter 4
Fiscal Contrals

Page 30of3

26. Were change funds used to cash checks, money

Remarks: ICC does not utilize a

orders or cashier/travelers checks? (yes | [JNo | XINA change fund
27. Are change funds over $100 and petty cash funds
over $200 kept in a safe, vault, or money chest [(JvYes | [INo | N/A |Remarks
adequate to safeguard cash?
28. Are all petty cash purchases under $507
Yes D No D N/A Remarks:
29 s petty cash used to purchase prohibited items?
L_.J Yes Xl NoO D N/A Remarks:
30. Did the command circumvent the dollar limitation by
splitting the purchase? [JYes | XINo | CIN/A | Remarks
B 31 Is a petty cash custodian designated by the .
commander? |X] Yes D No D N/A Remarks: OT Suzie Shaffer.

CHP 680G (Rev 09-08) OPI 010




STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL |C°r‘ma“d5 DiVi5i°”a ghapte“
COMMAND INSPECTION PROGRAM  {nland Comm_| Inlan 3
EXCEPTIONS DOCUMENT PSDSII Nancy Lauber 4130/09

Page 1 of 2

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans. A CHP 51 Memorandum may be used if additional space is required.

TYPE OF INSPECTION Total hours expended on the [] Corrective Action Plan Included
[] Division Level [X] Command Level Igspechon:
' [] Attachments Included
[(] Executive Office Level
., Forward to:

Follow-up Required:
[]Yes X No

Chapter Inspection:

Due Date:

Inspector's Comments Regarding Innovative Practices:

None

| Command Suggestions for Statewide Improvement:

None

[ Inspector’s Findings: ]

ICC is in compliance with Departmental policies and procedures set forth for Fiscal Controls, except for
conducting periodic reviews of petty cash funds. This has been corrected and periodic reviews are now
and will continue to be conducted.

| Commander’s Response: [X] Concur or [] Do Not Concur (Do Not Concur shall document basis for response) |

Inspector's Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged,
etfc.)

CHP 680A (Rev 02-08) OPI1 010




STATE OF CALIFORNIA —

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL f°;“mad”db IIJiVIiSion(::i g"apte“
COMMAND INSPECTION PROGRAM |, 280¢.=omm | “an S
EXCEPTIONS DOCUMENT PSDSII Nancy Lauber 4/30/09 L
Page 2 of 2

Required Action

Corrective Action Plan/Timeline

[C] Employee would like to discuss this report with COMMANDER'S SIGNATURE DATE
the reviewer. mi/ r (p L? 8?
(See HPM 9.1, Chapter 8 for appeal procedures.) b ‘ -
B N OR'S SIGNATURE DATE |

- \¥-o9

DATE

6/23/09
//

Reviewer discussed this report with
employee
[] Concur [] Do not concur

CHP 680A (Rev. 02-09) OPI 010
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Number 805

INSPECTION PROGRAM Special Services | Inland

Chapter 4 Evaluated by: _ Date:

Fiscal Controls Lieutenant Oscar Medellin January 6, 2009
Assisted by: Date:

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up Inspection,
the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

Lead Inspector's Signature:

[] Office of Inspections [] Voluntary Self-Inspection ML/

TYPE OF INSPECTION

(] Division Level X Command Level

FO”OW—Up Required: ommander's Sigpature: Date:
] Yes X No [ Follow-Up Inspection< 26 :) SQ‘/ ) s \ \n.\oﬁ»]

For applicable policies, refer to State Administrative
Manual (SAM), HPM 11.1, Chapter 4, and HPM 11.2,

Chapter 2.
1. Is management actively involved in reviewing and
approving paperwork related to receiving and [(JYes | [INo N/A || Remarks:
preparing collections?
2. Does the command have Standard Operating
Procedures (SOP) to provide necessary guidelines OYes | (ONo |[XN/A | Remarks:
for overall management and accountability of
receiving and preparing collections?
3. Does the command have adequate separation of
duties for collections received? [dYes | [[INo N/A | Remarks:
4. Does the command have adequate separation of
duties for the cash receipt process? (JYes | [ONo | [XIN/A | Remarks:
5. Is access to the safe and/or vault appropriately
restricted? [DYes | [ONo |[XIN/A | Remarks:

6. Does arecord exists which identifies who has access .
to the safe and/or vault and when changes in access | [JYes | [JNo | [X N/A | Remarks:
occur?

7. Was the lock combination changed when an excess
number of employees were aware of the (OYes | [(ONo | [XIN/A | Remarks:
combination, transferred out of the Area, or no longer
requires access?

8. s the safe securely anchored to the building?
D Yes D No & N/A Remarks:

9. Are weekly transmittal reports prepared in
accordance with departmental policy? [JYes | CONo | [XIN/A | Remarks:

10. Is the weekly transmittal report(s) submitted to Fiscal
Management Section (FMS) within five working days | [JYes | [JNo | [X N/A | Remarks:
following the week covered by the report?

CHP 680G (Rev. 09-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
INSPECTION PROGRAM
Chapter 4
Fiscal Controls
11. Does the command submit the following forms
with the weekly transmittal when applicable? OYes | (ONo |[XIN/A | Remarks:
(1) CHP 265, Sale of Discarded Tires/Junk
Batteries/Used Rotors.
(2) CHP 36, Evidence/Property Receipt/Report
(Unclaimed Property).
(3) STD 634, Absence and Additional Time Worked
Report, for jury duty.
(4) CHP 221, Malicious Damage Report.
(5) CHP 464, Traffic Control Cost Estimate —
Advance Deposit.
(6) Civil subpoena.
12. Is a memorandum for cash shortages prepared if :
necessary? CYes | [JNo | X N/A | Remarks:
13. Does the command ensure the information written on
the counter receipt is complete and legible? (JYes | [INo | [XIN/A | Remarks:
14. Was a counter receipt issued for each witness fee
deposit received? (JYes | [ONo | X N/A | Remarks:
15. Was a counter receipt issued for each movie,
wide-load, and special event detail(s)? [(JYes | [ONo | [XIN/A | Remarks:
16. Was each counter receipt issued for each sale,
including the sale of discarded tires, junk batteries, OYes | [ONo | X N/A | Remarks:
used rotors, and other cash received?
17. Is sales tax added to items that are not for resale?
D Yes D No E N/A Remarks:
18. Are all counter receipts pre-numbered and issued in
numerical sequence? (DYes | [ONo | X N/A | Remarks:
19. Were transfers of counter receipt books/certificates
between field commands reported on a CHP 266A, [OYes | [ONo |[XIN/A | Remarks:
Credit Memo - Non- Equipment?
20. Is the STD 439, Disbursement Voucher, properly
authorized and completed to support expenditure? [JYes | [INo N/A | Remarks:
21. Are the CHP 264, Petty Cash Replenishment
Requests, completed at least monthly if over $10.00, | [JYes | [JNo | [X N/A | Remarks:
quarterly if under $10.00, and on June 30 of each
fiscal year?
22. Is the CHP 264 properly authorized?
D Yes D No |Z N/A Remarks:
23. Does the total amount of cash, receipts on hand, and
receipts in transit equal the total of petty cash and [(JYes | [JNo N/A | Remarks:
change funds?
24. Is there documentation to support periodic reviews of
petty cash and change funds performed by the [(JYes | (ONo | [XIN/A | Remarks:
commander or designated person?
25. Are overages and shortages of the petty cash
funds reported to Fiscal Management Section? (DYes | [(JNo | [X N/A | Remarks:

CHP 680G (Rev. 09-08) OPI1010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM
Chapter 4
Fiscal Controls

Page
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26. Were change funds used to cash checks, money
orders or cashier/travelers checks? [dYes | [INo |[XIN/A | Remarks:
27. Are change funds over $100 and petty cash funds
over $200 kept in a safe, vault, or money chest OYes | ONo |[XN/A | Remarks:
adequate to safeguard cash?
28. Are all petty cash purchases under $50?
D Yes D No |Z| N/A Remarks:
29. |s petty cash used to purchase prohibited items?
D Yes D No N/A Remarks:
30. Did the command circumvent the dollar limitation by
splitting the purchase? [JYes [ [INo N/A || Remarks:
31. Is a petty cash custodian designated by the
commander? [1Yes | [JNo N/A §|Remarks:

CHP 680G (Rev. 09-08) OPI 010




STATE OF CALIFORNIA Command: Division: Chapter: 4
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Special Services | Inland

Inspected by: Date:
COMMAND INSPECTION PROGRAM i —— e 6, 2006
EXCEPTIONS DOCUMENT:

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION [] Corrective Action Plan Included
[ Division Level Command Level [ Appeal Included
[ Executive Office Level [] Attachments Included

Forward to: Commander's Signature:
Inland Division

Follow-up Required:

e ¢

[ Yes No

Due Date: 12/31/2008

Chapter Inspection: 4

Inspector's Comments Regarding Innovative Practices:

None

| Command Suggestions for Statewide Improvement:

| Inspector’s Findings: ]

Inland Division Special Services does not conduct the sale of items, the collection and security of cash,
or the weekly transmittal as required in HPM 11.1, Chapter 4 and HPM 11.2, Chapter 2.

CHP 680A (Rev. 08-08) OPI 010



STATE OF CALIFORNIA
DERARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Command: Division: Chapter: 4
Special Services | Inland
Inspected by: Date:

Lieutenant Oscar Medellin

January 6, 2009

| Commander’s Response:

| Inspector's Comments:

Inland Division’s clerical support staff conducts all processes related to change funds, petty cash,

miscellaneous sales or transactions of collections.

'Required Action

Corrective Action Plan/Timeline

CHP 680A (Rev. 09-08) OP1 010




STATE OF CALIFORNIA
DERARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

Command:

Division:

Chapter:

Inspected by:

Date:

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection),

Commander’s Basis for Appeal:

| Appeal Review/Decision: (This shall be the only level of appeal).

Lead In ature: ' - Date: / /
2 %28
Responding Commander's Signature (for appeal): Date: 4

CHP 6B80A (Rev. 09-08) OPI1 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL S Brlsior: ST
INSPECTION PROGRAM Inland Division | Inland
Chapter 4 Evaluated by: Date:
Fiscal Controls Sergeant Ron Seldon 1-6-09

Assisted by: Date:

Vonna Broughton 1-6-09

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up Inspection,
the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

X Division Level

[ Office of Inspections

[J Command Level

[J Voluntary Self-Inspection

Lead Inspector's Signature:

Follow-up Required:

[L] Follow-Up Inspection

Date:

Yes Xl No 2 W/ / /
U - L= [/ o5
For applicable policies, refer to State Administrative e
Manual (SAM), HPM 11.1, Chapter 4, and HPM 11.2,
Chapter 2.
1. Is management actively involved in reviewing and
approving paperwork related to receiving and Yes | [JNo | [JN/A | Remarks:
preparing collections?
2. Does the command have Standard Operating
Procedures (SOP) to provide necessary guidelines Yes | [JNo | [JN/A | Remarks:
for overall management and accountability of
receiving and preparing collections?
3. Does the command have adequate separation of
duties for collections received? Yes | [JNo | [JN/A | Remarks:
4. Does the command have adequate separation of )
duties for the cash receipt process? [OYes | [ONo |XINA s:r’(‘:‘:;‘;:;c“h is not accepted for
5. Is access to the safe and/or vault appropriately
restricted? R Yes | [INo | [JN/A | Remarks:
6. Does a record exists which identifies who has access
to the safe and/or vault and when changes in access | [XIYes | [JNo | [JN/A | Remarks:
occur?
7. Was the lock combination changed when an excess
number of employees were aware of the CYes | X No | [JN/A | Remarks:
combination, transferred out of the Area, or no longer
requires access?
8. Is the safe securely anchored to the building? o e —
I:l Yes D No N/A have a séfe.
9. Are weekly transmittal reports prepared in
accordance with departmental policy? XvYes | [ONo | [JN/A | Remarks:
10. Is the weekly transmittal report(s) submitted to Fiscal
Management Section (FMS) within five working days | X Yes | [INo | [JN/A | Remarks:
following the week covered by the report?

CHP 680G (Rev. 03-08) OPI 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM
Chapter 4
Fiscal Controls

Page

20of3

1.

Does the command submit the following forms

with the weekly transmittal when applicable?

(1) CHP 265, Sale of Discarded Tires/Junk
Batteries/Used Rotors.

(2) CHP 36, Evidence/Property Receipt/Report
(Unclaimed Property).

(3) STD 634, Absence and Additional Time Worked
Report, for jury duty.

(4) CHP 221, Malicious Damage Report.

(5) CHP 464, Traffic Control Cost Estimate —
Advance Deposit.

(6) Civil subpoena.

X Yes

[ No

COON/A

Remarks:

12.

Is a memorandum for cash shortages prepared if
necessary?

K Yes

[ No

CIN/A

Remarks:

13.

Does the command ensure the information written on
the counter receipt is complete and legible?

X Yes

[ No

I N/A

Remarks:

14.

Was a counter receipt issued for each witness fee
deposit received?

Yes

[1No

CIN/A

Remarks:

15.

Was a counter receipt issued for each movie,
wide-load, and special event detail(s)?

I Yes

[(] No

L1 N/A

Remarks:

16.

Was each counter receipt issued for each sale,
including the sale of discarded tires, junk batteries,
used rotors, and other cash received?

Yes

] No

CIN/A

Remarks:

17.

Is sales tax added to items that are not for resale?

[ Yes

X No

C1 N/A

Remarks:

18.

Are all counter receipts pre-numbered and issued in
numerical sequence?

K Yes

[ No

[CJN/A

Remarks:

19.

Were transfers of counter receipt books/certificates
between field commands reported on a CHP 266A,
Credit Memo - Non- Equipment?

K Yes

O No

CIN/A

Remarks:

20.

Is the STD 439, Disbursement Voucher, properly
authorized and completed to support expenditure?

X Yes

[ No

LIN/A

Remarks:

21.

Are the CHP 264, Petty Cash Replenishment
Requests, completed at least monthly if over $10.00,
quarterly if under $10.00, and on June 30 of each
fiscal year?

X Yes

[ No

CINA

Remarks:

22.

Is the CHP 264 properly authorized?

X Yes

[J No

I N/A

Remarks:

23.

Does the total amount of cash, receipts on hand, and
receipts in transit equal the total of petty cash and
change funds?

X Yes

I No

CIN/A

Remarks:

24.

Is there documentation to support periodic reviews of
petty cash and change funds performed by the
commander or designated person?

[ Yes

X No

CIN/A

Remarks:

25.

Are overages and shortages of the petty cash
funds reported to Fiscal Management Section?

X Yes

[ No

O N/A

Remarks:

CHP 680G (Rev. 08-08) OPI 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM
Chapter 4
Fiscal Controls

Page 30of3

26. Were change funds used to cash checks, money .
orders or cashier/travelers checks? [JYes | [INo | [ N/A | Remarks: Currency is not accepted
27. Are change funds over $100 and petty cash funds ) ,
over $200 kept in a safe, vault, or money chest OvYes | [No N/A tF;‘zma’ksz There is only $75 kept In
petty cash lock box.
adequate to safeguard cash?
28. Are all petty cash purchases under $507?
& Yes I—_-l No D N/A Remarks:
29. Is petty cash used to purchase prohibited items?
D Yes x No D N/A Remarks:
30. Did the command circumvent the dollar limitation by
splitting the purchase? [JYes | [ No | [JN/A | Remarks:
31. Is a petty cash custodian designated by the
commander? XK Yes | [ONo | []N/A | Remarks:

CHP 680G (Rev. 09-08) OPI 010




STATE OF CALIFORNIA Command: Division: Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Inland Division | Inland Four
COMMAND INSPECTION PROGRAM Inspected by: Date:
EXCEPTIONS DOCUMENT Sergeant Ron Seldon 1-6-09

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION [J Corrective Action Plan Included
X Division Level [] Command Level [ Appeal Included
[J Executive Office Level ] Attachments Included

Forward to: Commander’s Signature: Date:

Follow-up Required:

[ Yes No

Due Date:

r‘4/7 7

Inspector's Comments Regarding Innovative Practices:

N/A

| Command Suggestions for Statewide Improvement: |
N/A

[ Inspector’s Findings: ]

1. There are no cash exchanges for collections that occur at Inland Division.
2. The amount of only $75 is maintained in the petty cash lock box.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSFECIIBN FROGRAN T [ o
EXCEPTIONS DOCUMENT T o o
Page 2 Sergeant Ron Seldon 1-6-09

| Commander’s Response:

| Inspector's Comments:

1. No actual list exists which identifies personnel with access to the lock box for checks and

receipts. Certain personnel have access to the lock box and this information is included in the actual
job description of the employee.

2. Inland Division will create documentation to support reviews of the petty cash funds by the
commander or supervision.

Re quired Action

Corrective Action Plan/Timeline
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EXCEPTIONS DOCUMENT
Command: Division: Chaptgr:
TV DIVSion | Tawiasd 7
Inspected by: Date:
Page 3 L. Kpoy H 14785 /AAy

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander’s Basis for Appeal:

| Appeal Review/Decision: (This shall be the only level of appeal).
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Responding Comrr{ander’s Signature (for appeal):

Date:/éé7

Date:

CHP 680A (Rev. 08-08) OP1 010




